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WELCOME  TO  THE  BLM 




As  a  new  employee  to  this  organization,  your  job 
will  be  easier  if  you  understand  how  the  Bureau 
of  Land  Management  manages  its  paperwork. 


The  BLM  manages  over  126,000  cubic  feet  of 
record  material.  Without  a  logical  system  of 
paperwork  management,  it  would  be  impossible  to 
locate  a  document  in  this  tremendous  volume  of 
data.  BLM  has  a  system  that  works.  It's 
clean.  It's  simple.  It's  considered  one  of  the 
best  in  Government. 


Here's  how  it  works. 


Bureau  of  Land  Management 
&  Denver  Federal  Center 
benver,  CO  80225 


Policies  and  procedures  emanating  from  law  by 
which  the  Government  operates  are  contained  in 
the  CODE  OF  FEDERAL  REGULATIONS. 


This  annual  publication  is  a  consolidation  of 
the  regulations  published  daily  in  the  FEDERAL 
REGISTER. 


There  are  fifty  titles  which  make  up  the  CODE 
OF  FEDERAL  REGULATIONS  (CFR).  Each  relates  to 
a  different  federal  agency's  regulations.  The 
majority  of  regulations  affecting  BLM's 
resource  management  are  contained  in 

CODE  OF  FEDERAL  REGULATIONS 
43  Public  Lands  Interior 


Other  CFR  Titles,  such  as  Title  25  -  Indians, 
and  Title  40  -  Protection  of  Environment,  are 
used  in  our  work.  We  are  most  concerned  with: 


43  CFR  Public  Lands  Interior 

Chapter  II  Bureau  of  Land  Management 

Part  2000  Through  9000 
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BLM  Manual 
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3000  -  MINERALS  MANAGEMENT 

3042  -  Land  Reclamation 

.1  Civil  Rights  Act 
.11  Nondiscrimination 

3043  -  Mining  Law  Operations 

.12  Nonsegregated  Facilities 
.2  False  Statements 

3044  -  Safety 

. 3  Unlawful  Interests 

.4  Appeals 

.5  Place  of  Filing 

.51  Documents 

.52  Location  of  Offices 

3045  -  Geophysical  Explorations  (Oil  a 
.1  Uplands 

.11  Application 
.2  Outer  Continental  Shelf 

For  ease  of  reference  and  purpose  of  citation, 
the  CFR  is  codified  into: 

Such  as 


Subchapters 
Groups 
Parts 

Subparts 

Sections 


3000  Minerals  Management 
3100  Oil   &  Gas  Leasing 
3160  Onshore  Oil   &  Gas 

Operations 
3161   Jurisdiction  & 
Responsibility 
3161.2  Responsibility 


of 


Authorized  Officer 


BLM  works  closely  with  the  Office  of  Federal 
Register  on  precise  codification  of  the 
FEDERAL  REGISTER.  Since  the  codification  of 
the  CFR  is  used  to  cite  subjects  and  the 
regulations  that  apply,  the  BLM  uses  these 
same  numbers  to  manage  its  paperwork.  These 
numbers  are  called: 


"SUBJECT  FUNCTION  CODES" 


There  is  a  Subject 
known  subject  for 
These  are  found  in 
Manual . 


Function 
which 


we 
Section  1220 


Code  for  e^ery 
collect  data, 
of  the  BLM 
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UNITED  STATES 
DEPARTMENT  OF  THE  INTERIOR 

BUREAU  OF   LAND  MANAGEMENT 


SUNDRY  NOTICES  AND  REPORTS  ON  WELLS 


The  Subject  Function  Code  is  the  same  code 
that  codifies  tfte  Bureau  of  Land  Management 
MANUAL. 


The  Subject  Function  Code  is  the  same  code 
that  is  used  for  a  file  code  on  CORRESPONDENCE. 


The  Subject  Function  Code  is  the  same  code 
that  numbers  FORMS. 


In  BLM  offices  with  small  reference 
collections,  the  library  is  arranged  in 
Subject  Function  order. 


Yes  -  and  to  a  lesser  degree,  even  official 
photographs  can  be  grouped  by  Subject  Function. 


The  Subject  Function  Code  ties  all  types  of 
paperwork  together  By  a~  common  number.  It 
integrates  the  forms,  directives,  and  files 
management  subsystems.  That's  why  it  is 
called: 


"INTEGRATED  PAPERWORK  MANAGEMENT" 
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Federal 

Procurement 

Regs 


a 


Federal 

Property 

Management 

Regs 


Even  though  the  Subject  Function  Codes  tie  to 
the  43  CFR  i~n  tfie  resource  management 
activities  (SF  2000-9999),  they  do  not  tie  in 
the  administrative  subjects. 


Regulations  for  administrative  subjects  have 
their  source  in  numerous  documents;  i.e., 
Federal  Personnel  Manual ,  Federal  Property 
Management  Regulations,  Federal  Procurement 
Regulations,  etc.  There  is  no  single  document 
with  which  to  tie.  With  the  exception  of 
personnel  subjects,  administrative  Subject 
Function  Codes  are  unique.  In  the  case  of 
personnel ,  they  tie  to  the  applicable  Federal 
Personnel  Manual . 
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.01   Purpose .   This  section 

wnaRcment  of  mineral  resources  under  il 

Bureau  of  Land  Management . 

.02   Objectives. 

A.  General .  The  long-term  objectivi 
resources  on  the  Federal  lands  under  a  ( 
with  and  coordinated  with  total  natural 
Bureau,  in  harmony  with  principles,  of  iiu 

B.  Specific.   Specific  objectives,  i 


;s  polity  and 


ositive  program  consistent 
resource  objectives  of  the 
jtLple  use  and  a  quality 


as  law  permits,  are  to: 


1.  Consider  non-mineral  resource  values  in  determining 
whether  mineral  resources  should  be  developed  and,  if  developed, 
under  what  conditions. 

2.  Assure  that  mineral  exploration,  development,  and  ex- 
traction is  carried  out  in  such  a  way  as  to  minimize  environmenta 
and  other  resource  damage  and  to  provide,  if  necessary  and  lnsofa 
as  practicable,  for  the  rehabilitation  of  lands  affected  by  such 


3.   Hake  available  for  dispos 


age  development 
and  local  needs, 
te  supply  of  miner 


'j.      Manage  Federal  r 
open  competition  among  res 


Encourage  devel. 


resources  lo  maximize  free  and 
and  among  producers. 


if  Federal  mineral  resourc 


7.   Minimize  avoidab:e  damage  Cc 
operations  under  the  mining  law. 


8.   Encourage  legitimate  mining  by  recognizing  valid  claims 
ind  bringing  adverse  action  against  claims  suspected  to  be  invalid. 


NOTE:   For  short  term  (5-year)  objectives  refer  to  1603,  Appendix  1 
for  program  and  budget  y.ar  objectives,  refer  to  the  Pre- 
liminary Annual  Work  Plan  (PAW  i  and  Annual  Work  Plan  (AWP) 
directives . 


Rel 


OTHER  THINGS  YOU  NEED  TO  KNOW 


BLM  Manual 

The  BLM  Manual  is  the  basic  source  of  policies 
and  procedures  for  BLM.  Compliance  with  the 
manual  is  mandatory. 

No  manual  release  is  official  until  signed  by 
the  Director  or  Associate  Director.  The 
Manual  is  arranged  in  Subject  Function  order 
1000-9999. 


Manual  Supplements 

Each  SO,  DO,  and  the  DSC  may  supplement  the 
manual  if  they  wish  to  add  local  policies  and 
procedures.  Supplements  expand  on  the  basic 
Bureau  manual ;  they  do  not  supersede  BLM 
manual  instructions. 
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Directives 


Instruction  Memos 

Instruction  memos  are  temporary  directives  and 
have  specific  expiration  dates.  They  are  used 
to  issue  fast  policy  or  procedures  until  a 
manual  section  is  written,  for  requesting 
one-time  reports,  or  for  providing  one-time 
instruction.  Instruction  memos  are  issued  by: 


The  Headquarters  Office 

State  Offices 

District  Offices 

The  Denver  Service  Center 


They  are  sequentially  numbered  (84-10  is  the 
tenth  instruction  memo  of  FY  1984).  They  are 
written  in  memorandum  format. 

Information  Bulletins  (Formerly  Information 
Memos) 

Information  Bulletins  provide  one-time 
information  that  is  non-directive  in  nature 
and  expire  upon  receipt.  They  are  also  used 
to  transmit  documents  or  make  announcements. 
Information  Bulletins  are  sequentially 
numbered  and  are  written  in  memorandum  format. 
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Correspondence 


Letters  and  memos  all  have,  at  a  minimum,  an 
official  file  copy  (yellow)  and  a  reading  file 
copy  (usually  pink).  Other  copies  (white)  may 
be  prepared  for  other  purposes. 


Correspondence  must  have  at  least  one  Subject 
Function  Code  which  is  used  to  identify  the 
subject  and  for  filing  purposes.  If  more  than 
one  subject  is  discussed  in  the 
correspondence,  more  than  one  Subject  Function 
Code  may  be  used.  It  is  the  responsiblity  of 
tfie" 


originator  to 
Function  Code(s). 


assign  the  correct  Subject 


In  addition,  an  originating  office  code  is 
used  to  identify  the  organization  of  the 
author  even  when  the  office  head  may  sign  the 
letter. 


BLM  correspondence 
sent   with   the 
information  as  to 
copies. 


identifies  any 
document   and 
who  received 


enclosures 

provides 

any  courtesy 
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2.  Ti 

3.  jq 


1 

5.  Fej: 

6.  PciJ 


UNITED  STATES 
DEPARTMENT  OF  THE  INTERIOR 

PUBLICATION  APPROVAL  REQUEST 


DIRECTOR  OF  PUBLIC  AFFAIRS 
OFFICE  OF  THE  SECRETARY 


FROM: 


INSTRUCTIONS  -  See  Revere 


S.  F.  CODE 


UNITED  STATES  ""bmit  in  tr.pl.c 

DEPARTMENT  OF  THE  INTERIOR  i^'Ldo,,ruf,,on, 
BUREAU  OF  LAND  MANAGEMENT 


SUNDRY  NOTICES  AND  REPORTS  ON  WELLS 


oil        r— i 

WILL       I I 


14     fin  II  IT 


TUT    WiTIt    I 


■  HOOT  01   »CI 
RKPAII    WSLL 

(Ottarr) 


UNITED  STATES 
DEPARTMENT  OE  THE  INTERIOR 
BUREAU  OE  LAND  MANAGEMENT 

TITLE    REPORT    REQUEST 


Address   •  ,n,  lud,  zip  ,ud.t 


it  additional  space 


7.  AMOUNT  CLAIMED 


is  required  contino.  .      J 

MEO  (Total  of  cols  (/).  (gfanff 


8  This  claim  is  approved  Long  distance  teiepht 
as  neceesary  in  the  interest  of  the  Goveri 
are  included,  the  approving  official  must . 
the  head  of  the  department  or  agency 

SlgnOngma) 


\ 


APPMOVI«ak 

OFFICIAL      I 
SIGN  HERE 


3  of   1946  (60   St. 


*   This  claim  is  certified  correct  and  proper  for  pft 
Sign  Original  Only 


AvJTHOHIMDi 
CERTIFYING  \ 
OFFICE*  f 

SIGN  HjRI      F 


ACCOUNTING  CLASSIFICATION 


Forms 


Forms  are  issued  by  the  Headquarters  Office  if 
they  are  used  by  three  or  more  states  or  from 
the  Service  Center  if  they  are  used  for 
programs  under  its  jurisdiction.  State  and 
District  Offices  may  also  issue  forms  if  there 
is  a  local  need. 


BLM  forms  are  sequentially  numbered  using  the 
Subject  Function  Code  of  the  activity  for 
which  the  forms  are  desi gned . 


BLM  also  uses  forms  issued  by  the  Department, 
by  GSA,  and  by  other  Federal  agencies.  Most 
forms  are  stocked  in  a  central  supply  at  the 
Denver  Service  Center. 
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Files 


General  correspondence  -  which  is  correspond- 
ence not  related  to  a  specific  case  or  project 
-  is  filed  in  a  central  file  by  Subject 
Function  Code. 


Depending  on  the  volume  of  a  file,  information 
may  be  filed  as  specifically  as  possible  by 
Subject  Function  code,  or  filed  back  to  the 
nearest  major  subject  function  code. 
(Example:  3513  information  may  be  filed  under 
3513,  3510,  or  3500).  In  any  case, 
correspondence  is  always  coded  as  precisely  as 
possible. 


Contracts,  leases,  licenses,  permits,  and 
other  types  of  case  or  project  files  are  filed 
by  case  file  number  or  by  name. 


All  files  in  an  office  are  the  responsibility 
of  the  Office  Records  Manager  who  provides 
direct  supervision  of  the  Central  File,  plus 
guidance  and  overview  of  files  maintained 
separately  in  other  divisions. 
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__  NATIONAL   ARCHIVES  &_ 
FEDERAL   RECORDS  CENTER 


Records  Retention  and  Disposition 


Finally,  no  job  is  complete  until  the 
paperwork  is  finished  and  paperwork  is  not 
finished  until  it  is  ultimately  destroyed, 
transferred  to  a  Federal  Records  Center  for 
off-site  storage,  or  to  National  Archives  for 
permanent  retention. 


Every  known  BLM  record  nas  a  specific 
retention/disposal  applied  to  it.  Records 
cannot  be  kept  in  an  office  longer  than  the 
approved  specific  periods.  The  timeframes  are 
established  by  National  Archives  and  approved 
by  Congress. 


All  records  are  Federal  property  and  cannot, 
under  penalty  of  law,  be  hidden,  changed, 
stolen,  or  destroyed. 


BLM  records  personnel  constantly  work  with 
other  professional  personnel  to  review  and 
adjust  the  retention/disposal  periods  based  on 
the  value  of  information  contained  in  the 
records. 

-23- 


The  Office  Records  Manager 


Each  office  has  a  designated  Records  Manager 
who  is  responsible  for  making  this  system  work 
in  your  office. 


The  Office  Records  Manager  operates  the  BLM's 
Integrated  Paperwork  Management  System  along 
with  your  cooperation  and  support. 


Get  to  know  your  Records  Manager.  Open, 
honest  communication  will  better  enable  the 
Records  Manager  to  serve  your  needs. 


Your  understanding  of  the  system  will  make  the 
Records  Manager's  job  easier  and  more 
effective  for  you. 
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Bureau  of  Land  Management 

Library 

Bldg.  50,  Denver  Federal  Center 

Denver,  CO  80225 


Governing  Authorities  for  Records  Management 


BLM  OFFICE  HEADS  ARE  RESPONSIBLE  FOR  THE  FOLLOWING 
COMPONENTS  OF  THE  RECORDS  MANAGEMENT  SYSTEM: 

REQUIRING  AUTHORITIES: 

Designating  one  person  as  a  Records  Manager  to  operate  the 
system: 

57  STAT  380,  63  STAT  377,  GSA  Reg.  3-111 
301.03,  430  DM  1  ,  BLM  1271  .04D 

General  Records  Management: 

Privacy  Act,  Freedom  of  Information  Act  (FOIA),  improving 

operation  and  preserving  the  integrity  of  office  records. 

44  USC  3101,  44  USC  3501,  3504,  41  CFR 
101-11,  101-5,  5  USC  552  &  552A,  43  CFR  2 
App.  A,  430  DM  1 ,  434  DM  1 ,  PL  96  -  511 ,  BLM 
1270. 

Records  Disposition: 

Uniform  grouping,  maintaining,  retrieving  and  disposing  of 

office  records. 

57  STAT  380,  63  STAT  377,  QSA  3-111  -  301.03, 
430  DM  1,  434  DM  1 ,  435  DM  1 ,  18  USC  2071,  PL 
96  -  511,  41  CFR  101-11.2,  11.3,11.4,  BLM 
1270,  1271 

Paperwork  Management: 

Controlling  the  creation,  preservation  and  disposition 
of  records,  complying  with  manual,  legal  and  regulatory 
requirements,  and  assuring  employees  are  knowledgeable 
and  adhere  to  paperwork  requirements. 

44  USC  3101  -  3102,  44  USC  3501,  41  CFR 
101  -  11.3  4  .4,  Oil  -  016  DM,  235  DM,  430 
DM  1 ,  434  DM  1 ,  BLM  1220 

Directives  Management: 

Preparing,  clearing,  distributing  and  maintaining 

directives  and  guidance  to  BLM  offices. 

44  USC  CH.  29  &  31  ,  41  CFR  101-11-1.209, 
Oil  -  016  DM,  235  &   380  DM  2,  BLM  1221 

Records  Security: 

Safeguarding  classified,  proprietary  and  confidential 

material . 

PL  97  -  382,  PL  97  -  451,  30  USC  181  as 
amended  and  supplemented,  18  USC  1905,  44  USC 
CH  31,  43  CFR  Subchapter  A2,  442  DM  1,  436  DM 
1,  BLM  1273 

Forms  Management: 

Designing  and  controlling  forms  to  encourage  efficiency 

and  effectiveness,  and  to  minimize  the  burden  on  the 

public. 

44  USC  3102  &   3501,  41  CFR  101  -  11.208,  44 
USC,  CH  35,  PL  96  -  511,  381  DM  21  &  22, 
BLM  1223 

Library  Mangement: 

Arranging,  maintaining,  retrieving  and  controlling  BLM 

reference  material  to  meet  needs  of  office  employees. 

PL  87  -  579,  481  DM,  PL  94  -  553,  BLM  1279 

Reports  Management: 

Controlling  and  organizing  reports  to  assure  information 

needs  are  met  and  encourage  efficiency. 

44  USC  3501  -  3511,  41  CFR  101  -  11.207, 
432  DM  4,  305  DM,  BLM  1222 

Mail  Management: 

Assuring  prompt,  accurate  and  reliable  mail  service 
through  the  most  efficient  and  economical  methods 
possible.  Adhering  to  postal  service  laws  and  re- 
gulations and  using  sound  workflow  principles,  manage- 
ment techniques,  and  modern  equipment.  Coordinating  with 
U.S.  Post  Office. 

41  CFR  101-11.304,  433  DM  1-4,  US  Postal 
Domestic  Mail  Manual,  BLM  1542 

Photo  Filing: 

Ueveloplng,  managing,  arranging,  controlling  and  re- 
trieving BLM  photos  and  slides,  and  preserving  and  pro- 
tecting historical  photos. 

430  DM  1,  BLM  1122.24B,  BLM  1277 

Correspondence  Management: 

Processing  S  following-up  on  controlled  correspondence. 
Assuring  incoming  correspondence  is  responded  to  in  the 
time  frame  allowed.  Reviewing  all  correspondence  for 
format  style. 

U.S.  Government  Correspondence  Manual,  41  CFR 
101  -  11.206  603,  433  DM  2,  BLM  1541. 

BLM-YA-PT-84-003-1270 


